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sanuHAHRDUK FOR:  3pecial Assistant te $he Deputy Jil‘ﬂﬁtm‘
' (Adminisiratien) -

RN o 3 Preparation of Agency x.amulawry issuances by
General Services Office

1. ln accordance with the vecval instructions of the aciing
Daputy Director {Administration), attashed hereto is a tabuiatlon
ar Agency .sgulations precared by or now being developed by
General .wwicos Office,

2¢ in addition to the egulabions, the follonng Notices

251 have besn or are being daveloped hy Gensral Services (ffice:
lotice standardizetien of Flllng 5&9;:11”
Notice Procureasnt of Filing Squipment
Notice Acecountability for Telephone Directories

3. The following memoranda related to Rsguiatery iamneea
have bo-n fcrmd‘d teo &m Mrda uificers:

a. Introduction to Kecords Management Program (-

be File Ildemtification and Volumes m'wnhrin L

¢+ How to Haks a Hecords swvey -

-de Pressrvation and Destruction ﬁf Records % 4‘
e, Application of Standardised Piling tquipment and Buppilss °7
f« Forms Control Iinformation N

ge Hecords Center Uperation %
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Seneral Services Office

Sederal services Regulations Cem- A=~UD/A
Hegulation Ho, Title Lrol staff
1st Sub~ 2nd Sube ist Znd To
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Space couisitiom and Suilding April § June 3 April 17  —-  Osk. § COct. 23 Uct.23
Halntenanca :
Losal Transportation April 15 ———— June 18 —r Augel2
irinting mnd feproduction April 20 Sept.l8 June 12 @ e Hove 3
Lavorag sanagement
‘wcords ranagement Program Cuide August Getober
igeney Filing lanusl tots 23
Lorredpondence Handbook Nov. 13
Vital sateriais Procedures
#2ll Contrel iegulations
¥all Control Handbook
slectrical Accounting Machine June 22 epb. 3 Aug. 4
Hecords
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